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5.

Ts

,mhuﬁlﬂml&p}sml Notaries Public, Medical Conmtacts, State

rganizations, and Commeriocal mtigxum Organisations by

ﬁq mw Support Division. -
' nﬁum include the preparation, coapilation, publication, supervi-

sion, issusnoe, end implesentetion of SAC Letiers, 85D Msmoranda, SSD
WW;%MW,WW, 38D Headquarters
Manual, and Off-Hours Instyucticns. Moreover, lnsures oceplience with
s2d asoountadility for such regulatory issuances. |
iotivities include preparation of regulatory issusnces and directives
gsonserning the sstablishment, utilisation, mintmo&aa&ulwﬁm

wm@twumm,wwm&mams«mw

mmmm.mmuwmmmmm.
Aotivitien include Wﬁm of regulatory issuanees and directives
conoorning the Securlty Support Division physiosl sscurty progres
insinding ths procurement of Fleld Office sites, the supervision of
mmﬁm,mwdmmasm,
Qusied Vdd&aa; the implementation of ocover requiresents, the provision
of ADT - Electric Protection Service, the construction of vault arves,
mWarmmmmmm@,mmw. '
of cover statiomery.

&#ﬂﬁﬁw‘m the preparation of regulatory issuances and direc-
amwmmﬁmmmmmormmwm
Agents in the Fleld, and maintaining a continuing reviev and analysis
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8, Activities include the conduct of research studies and surveys to

——
oreioes; | > =5 tresste, sod

utilization of Agent personnsl; and the efficient and sconomical com-
pletion of road trips.
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1. Activities include the oollection, development, evaluation, collation,
and supervision of the annual plans and objectives of the Seourity
Support Divislon, as well as the implementation of such plans and
objectives. |

2, Activities include the sensing of potential requirements, the develop-
msnt, recompendation, and coordination of emergsncy and selected "Hot®
sad "Cold® War Flanning for the Security Support Diviasion, as well as
rendoring ssaistence to tha‘ssn Senior Wer Flanner,

3. Activities include the development and preparation of sgenda for the
Advisory Committee to the Deputy Director of Seourity (Investigations
snd Support) and performing secretariat services,

4+ Activities include the preparation of regulatory issuances end direc-
tives concarned with Seeurity Support Division compliance with Confi-
dential Funds, regulations and procsdurss, and auwdits of Field Office
revolving funds, stamp funds, and property aocounts, as vell as audits

| of the Headquarters Imprest Stamp Fund.

5+ Activities include comp{lation, evaluation, snd preparation of ammusl
budget estimates for the Office of the Deputy Divector of Seourity
(Investigations and S\xppert) and the Security Support Division.

6. Activities inalude physicel inmntary verification and inspection of
property issued to Seourity Support Division Field Offices et the time
of official visits, the detexrmination that semi-snnual inventories are
subzitted by SSD as required, and the review of monthly inspection re-

ports of Teolnloal equipment,
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7. Aotivities include the preparation of regulatory issusnces and direc—

tives maming training and conference programs for Security Support
Eiﬂ:ionvperml, Teview and approval uf proposed conference agenda,
assistance in strengthening conference agends, briefing Headquarters
representatives to Field conferences, establishment of mpﬁl,acr;?
subjects, review of conference mimutes, and selection of Headquarters
eandldates to attend Agenoy training courses.

8. Aectivities include the preparation of regulatory issusnces and direc-

9.

10,

25X1A13c

tives concerning the submittal, preparation, and contents of Security
8upport Division Performance Reports; the controlling and supervision
of the receipt and processing of such reports; and assist the Deputy
Direstor of Security (Investigations and Support) in evaluating the
relative worth of 35D personnel, |

Aotivitles include the preparation of regulatory issuances and direc-
tives concerning Saturday Duty Coverage at Headquarters and Field
installatlons of the Security Support Division, and prepare and super—
vise the Headquarters Baturday Duty roster for both pmfcséioml and
olsrical wmnnel.'

Astivities include the proourement, control, review, and the Aisgemina-
tion of information in covert security records to meet the needs of

other components of the 0ffice of Security.
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12, Aotivities include the estehlistment of pricritiss for the duplication
ﬁmuwmmuofmm«o:mwwwu
a-nlhmm “8¥¥islon recommendations and official position to
proposed Agency Regulations and Noticss.

1de Mﬁmmmmmammmmw

" sdves, as well as the forulatiop, fplenentation, and swpervision of
solisles for the Depuly Director of Security (Investigations and
Sugport) eoncerning sdeinistrative mattars both in Headquarters and
in the Fisld, mich as time snd sttendance, vacation schedules, persomnel
and perscuel fnformetion, sseurity, meil, telephomo limitations on
WM%@M anll oourt or board appesry

SECREY
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g . Develops, administers and controls, in ecordination with Physical

* Segurity Division, the physical security program in field offices
including the maintensnce of agzoial indices, the conduct of surveys
for the procurement and installetion of protective devices and the
isplementation of cover reguirements. :

R /?J.m,, develops and implsments, in collaboration with the A 5taff,
the shaging of :I.zﬂ.ra-diviaionai training programs both at Head-
guarters and in the fleld.

i#"’lﬁma résearch and selects reference materisl for standard li-
~ ‘twaries maintained in headquarters and field offices.

4./ Exercises sdministrative jurisdiction over and controls the distri-
wation of all covert security records, including extracts therefrom,
4o meet informationsl needs of other components of the Ufflce of
Securlty. ‘

k.” Administers the 5SD vital-materials program.

1. ‘/pm, develops and establishes standards for applicetion of 58D
requirements to Confidential Funds regulations and procedures;
sudits finsncis) and property sccounts to determine compliance
therewlth. , :

n. Beznges potential requirements, coordinates and recommends adoption
of emergency and selected war planning technigues, both actual and
poyohologloal, and renders assistance to the SSD senior war plammer
&5 nECsEBAYY. -

n.vDavelops and prepares agends for meetings of the Advisory Committee
%0 the Depuly Director of Security (Investigations and Bupport) and
verders segretariat services thereto; collects and cvaluates material
and prepsres annus) statements of accompllishments, plans and objeo-
dives of 58T, discharging implementing rempéneibilities thereunder
a8 appropriate, ‘

e.‘/m&ss, through delegated suthority, staff jurisdiction over all
phassa of ficld office administretion for informetion and control
PUrpoEes,

p+/ Collsborates with the Admnistration and Training Staff on sll matters
.~ pertaining to divislon administration.

Qe / Conducts field 'mrvwa and inspections as necessary for adminis-
$rative and operstlonal purposes.

P
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‘Wission and Administrative Functions
Proposed Caimaponden‘t.s‘besk
Garrespondents and Reeords Branch, (8

1. Mispion = The miseion of the C&R Branch, 58D 0, is to (a) implement
sperational and administrative policies and insure the undform and
sffisient spplication thereof to all SSD emxggnents and (B) eatabllish
effective gmcedures and standards for and obtain the aspplication of,
Office of Security overall administration and training policies in these
BBD arcas. ' :

2. Functions ~

25X1A13¢

4. Plans, develops, caordinntés and controls en internal qsten; of regu-
1story issusnces for flsld agents and division persomel maintaining
‘eomplience therewith and sccountebility therefor. o

e.” Esteblishes requirements for the preparation end submission of My
peports from the fisld, maintaining a contiming review and analysls
thereof. ' '

gtudies and compiles statistical control data on 29XT1A

or media to determine (a)(tF
g, b
25X1A )* the aesignment; Trensrer

| and utilization of agent persomnel to areas of greatest need and
| (d) the efficlency and eeonomy obtained in the completion of assign-
mnts and road trip planning therefor.

£.. Pursues repearch
worklosd and oth
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/7 3« Direct snd supmvise the recrultosnt, iovestijetion, evelustion

;, af iavesticative repovis, spproval or digemproval, axd the uidlisation
reonnel for the feowdly Juppert Bivision, sueh su

,, ployess, Hotaries Publie, Hedlen) Tontaats, _ 25X1A

| Orgeninstions, and Go mericsl Tnvesti ative Urjacisstions,

he Plan, prepare, farwlete, voopile, publish, mpervise, loswre
plisnem with, and neinteln sccowntabillly for segulatory lspusnces,
b8 Banual, SOU Beadquertors Manuel, 550 dercinnda, S50 Head-
rands, S5 Hotdees, SAC letlers, and Off-Hoxe Instructions.

SEORET
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Statement of Administrative Functions
25X1A%a Proposed Correspondentfg Desk

Correepondentsand Records Branch, 08

25X1A13c

Plans, develops, coordinates and controls an internal system of regula-
tory issusnces for field agents and division personnel maintaining com-
pliance therewlth and accountabillty therefor.

Esteblishes requirements for the preparation and submission of daily re-
ports from the field, maintaining a continuing review and anelysis thereof.
Pursues research studiss and compiles statistical control data on work25X1A
load and other media to dete
locations of field offices, (b)
(c) the sssignment, transier an ‘
personnel to areas of grestest need and (d) the efficiency and economy
obteined in the completion of assignments and road trip planning therefor.

. Develops, administers anmd controls the physical securfty program in field

offices including the maintenance of specisal indices, the conduct of
surveys for the procurement and installation of protective devices and
the implementation of cover rsquirements,

. Plans, develops and implements, in collaboration with the A&T Staff, the
staging of intra-divisional training programs both at Headquarters and
in the field,

. Conducts research and selects reference material for standard libraries
maintained in headquarters and field offices.
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Exercises administrative jurisdiction over, and controls the distribution
of, all covert security records including extracte therefrom to meet
informational needs of other components of Cffice of Security.

Administers the 5SD vitsl-materials program.

Plans, deﬁelops and establishes standards for application of 85I require~
ments to Confidentisl Funds regulations and procedures; audits financlial
and property sccounts %o determine compliance therewith.

Senses potential requirements, coordinates and recommends adoption of
emergency and selected war planning techniques, both actual end psycholo-
glcsl, and renders assistance to the SCD senior war planner as necessary.

Develops and prepares egenda for meetings of the Advisory Commitiee to
the Deputy Director of Security (Investigations and Support) and renders
seoretariat services theretoj collects and evaluates material and pre-
pares anmual statements of accomplishments, plans and objectives of 85D,
discharging implementing responsibilities thereunder as appropriate.

Exercises, through delsgated suthority, staff jurisdiction over all
phagses of field office administration for information and control pur-

poses,

Collaborates with the Administration and Training Staff on all matters
pertaining to division administration.

Conducts field surveys and inspections as necessary for administrative
and operational purposes.

25X1A9%9a
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1, Develop, sveluate, sscesbls, and rol bhe arronl plans,
gheetives, and acomyilistments of the Division.

8. Antisipste, develop, formilate, reconmane
sugareiss MotY and %Cold® ey Tlanning for the Mivision, o well a5
act so slternate for the SSD Bemiew %ar Planrer,

3. Peapare sgusdie, mbiond, and periors searetarist sarvioss for
meotings of the Advisery Cormities to the Deputy Director of Seowrity
e sk Swportly | Yy . ﬂ
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1. Pormilate policy, deterwing somtents, and insuws prover
epteblizlvant and ubilisatlon of Standmd ldbrarien and Hefeyence
Esterisl o Beadquurters and Flald Of25ces,

£, Detersiss snd aiwisisber the plosiosl scouwrify orocran fop
the Pleld Offices, including the supervision of safe eovbimations, the
wupervision of Loopss ousbers of Jovermeent Ownad Veldcles, the wile
mentatlion of cover ruqirements, the provisiom of AT « Yleetric Pro-
testion Sarvics, the comstraviion of yeult sress, the rosurerent of

of sover stationary, and

1, Plan, erteblish: standerds for, determiss osollsnce with and
sronment of Confldential Fomde resulations and rocedores, xnd
sacute sullte of the Field Dffice Revelving Yusds, 2ten Ponds, and

2 Compile, vealunte, and prepare srmosl budsot for the Office
of the Depuly Dirgetor of Securily (Dweett ations and Surcort) and
the Seewrity Suppert Diviston.

3 Verddy lovantory and dnepeok nroperty dssued to Meld Offises,

he Flen, divect, and supervise the esteblishrent and the lmplemertom
thon of Division twalmire proreow for swofsssiomal s leriesl personne)
Jeeated %. Pileld Officss, Yosdevartérs, and «18hin the Seaneh @wouh the

or ﬁ ei’é’ase 2001IO%%ﬁﬁA-RDP78-04007A000600090005-2
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., Eatablizh stendards for Be ssbAtal soi embonts of fope
foyeange Beyorts, ap well s¢ gonirol end gwgggﬁgi&ﬁ tiw roceint apd
6. Develon and sedabiish reqire-ants for Saturday Duly coveragsy

as Wil an propare and supervioe the Hendemertors Setaday ety roster
for voth professional ans clerios) psrsonrel.
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for the srepadadion and the subndiseton

of Dally Reports, ns will ax review and amalyme Dally Bsacts,

2, Cozinct Lime stodlee and surveys &o deberniss woeh fastors
as sk losds, utilization of pergonrel, Fie'd Offles and Healcusriess
adintstration, plensi: of rosd trips and esgletion af ascd; enti,

| 1., Procare, raviev, snd dloseinate inforaatl.n eonesPulng covert

sesarity 7iles 4o sther sonpoesnte of We Tiflce of Fenmliyy.

3« Secelve, cuoxdinate, m& ertablish crispities “or the reiros
Mm of dotuments ragussbed Yy &Y touporenis af the Offlce of Soewrity.

he
sdalnietrative satlars mt.%* in Vpsdguardors end In the Fleld, =uch a6
time sad sttendsnce, veation schadvles, porzoonel infrwklon, ssewlity

Porvndate, inplemect, and copervise Ddvislon pulicy conestuling

- mall, tdaphons, 1 dtatdone on inguirdes directed to Divislon fewsonmel, * 4

eourt or bosl asjesruneos

5 Hoesive, stody, review, soi propsre 58D pecoesiidions
position 4o gropsued Aoenty Weinlablong and Hotloes.

~ Approved For Release 2001/(&gﬁﬂ:|A-RDP78-o4oo7Aoooeooogooos-2




Approved Fdr Relegse 2001IO4I£€cﬁ-RDP78-0400v7A000600090005-2
‘ LY

RATIOHAL

o ng .
Jf’ G wf‘,fm.'ﬁ 7 ﬂw"—b{ff« A, f_}f{twﬂa LR 2 b el _

25X1A13c

3+ Direct and supervise ihe recruitment, investi ation, evaluation

of investi ative reports, approval or disapproval, amd the utilization
of contract pﬁrsanﬁai for the Secur!ty Support Division, sueh as
Clerisal Enployees, Notariss Public, Medicsl Contacts, _ 25X1A
Organizations, and Commercial Investizative Or.anizations,

L. Plan, prepare, formulate, compile, juilish, supervise, insure
compliance with, and malntalin accountability for regulatory issuances,
sush as Agents Manual, SiD Headquarters Manual, £29 Jernramda, SUD Heade
quarters Memorands, SUD NHoilcss, LLC Letters, and Orf-Hours Instructions,
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5. Formulate requirements for the preparation aﬂdﬁubmﬁon
of Daily Reports, as well as review and analywe Daily Reports,

6. Corduct time studies and swrveys o doberuine such factors
as work loads, utilimstion of personnel, Field Office and Headquarters
sdainistration, plannipg of road trips snd completion of assignments,

7s Formulate policy, determiune contents, and {nsure proper estsblishe

mant and utilisation of Standard Libraries and “sference Taterisl for
Heedquarters and Pleld Offices,

8. Determine and adwinister the physical security vrogran for
the Fleld 0ffices, including/the supsrvision of safe corbimstions, the
supervision of license numdbers of Zovermwent Owned Vehiclesg, the iaple-
mentation of cover requirenents, the provision of APY - Electric Protec-
tion Dervies, the construction of vault areas, the procuremert of telaphone

- answering servics, the procurerent of covey stationgr, and the like.
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4 1. Plan, establish atandards for, deter:ine complisnce with and
enforcensnt of Confidential Funds regulations and procedures, and
axecute audits of the Fleld Office Bevolving Fumds, Stamp Fumda, and

Property Acoounts, as well as the %adqwtsrﬁ Imprest Stasp Fund,
, /N COORPINATION wirTy A+T,
d( 2, G@Mm s evaluate, and arepamAannual budpet for the Offie

of tho Deputy Director of Security (Imamgat._om, and Support) and

the aacmt Suppoyt Diviaion i . ' ‘
L y /\-E/j ’;v% . R A, Lo snpatnand ,'vafuz-al‘ﬁn;i ’Vym
3. VC

rify irmventor. inspect property lssued to Fleld Offices,
& Ww et ol o bins b Y PR %‘— atw,g/ AT
Y L "Plen, direct, and s:pervise the estatlighment and the implementa-
tion of Divigion training prooyums for professional and clerical psrsonnel
located at Field Offices, Headquarters, and within the Eranch throgu:h
o MA,Q_{M’\"‘ . ) - . ’ 3
the conferencepmethod. !U/' W W}
5. Develop, evalunate, asserble, and contrdil the azmual pluns,
objectives, and accorplishruents of the ﬁ.visian, @Wﬁgg‘ AT Ceedion Y
gz,f/w—ﬂku X&W AJLMA»W V’/uﬂf{/&“‘é""”f j“" A ”LT— /é
./ 6 Bstablish Standards for the submittal an. contents of Performance %;,

Reports; az well as control and supervise the recelpt and processing of %:

3wh ?ﬂ‘w‘:m M/f d'( IS‘//;‘!‘{S Adﬁ/ o Jté@%d?‘,m J{; W&V( MWC ,fr/
at £eo 67“:”“""""”""*“"““"7 wahe sty f en d owles PR A - nﬂéa)ﬁw‘

7« Develop and establish reqs &ire,.:fmta for Saturday Duty coverage,
a8 vell a5 prepare aﬁd aupsrvise t&m%: i Duby roster for both profes-
sional and clerlcal porsomnel,

8. Anticipate, develop, formulats, recum-end, coordinate, and |
gupsrvise "Hot*® and "Cold" Var Plannin: for the Division, as wmell ac act
as alternate for the I5D Senior Yar Planner,

SECRET
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9+ Procure, review, and dizse.inate inforration concarning covert

sscurity files to olher comonents of the Office of Security.

25X1A13c

11, Receive, coordinuts, and establich priorities lox thoe remo-
duction of docn;:m;ts requested by all components of the G.i’fiea o Sacurity,
12. Prepare agenda, ationd, and porforn secretariat services for
~ meetings of the Advisory Com dbtee to the Deputy Director of Security
(Investizations and Support),
13, Receive, stuly, revi-w, amd prepare SSD recorvwendations and

2 . 5 W & /,cf
)( 1, Tormulate, implement, and supervise ﬁi‘?&.ﬁéﬁiﬁl/i—ey /c@nwmmg

position to proposed Agency hegulations snd Notices,
adrinistrative matters both in Headquarters and in the Pield, such as

time and attendance, vacation schedules, personnsl inforsation, security,
mall, tlephone, limttations on inquiries directed to Division personnel,

court or board & pearances, property natters, and financial natters,
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OVERT.IMB
Correspondents and Rsoords Branch

Paid iincorpensated
Ovortime Overtime
FY 55 (5 Dec. S - 30 Juns 55) h 360
FY 56 (1 July 55 = 21 April 56) 64 Lo
ot o “
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